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COLLECTION SPECIFICATIONS

Minimum System Requirements

e Windows 98 or later
e Microsoft Access 2000 or later

NOTE: The Agency of Education does not support Microsoft Access 97.

Technical Support
Call (802) 479-1044 for assistance with the data entry program.

Installation Instructions

You will need to go to the Agency of Education Website to download the Combined
Incident Reporting Software and the Reporting and Software Instructions.The following
link will take you to the Data Collections page to download the application, you will
need to scroll to the Combined Incident Reporting Software and click on the 2015
Application(EXE) located on the right.

http://education.vermont.gov/new/html/pgm IT/data collection.html

A File download Security Warning will appear and will ask you to either Run or Save.
If you click:
Run- A Security warning will appear, Click Run.
Save- A “Save as” box will appear and you will have select where to save the
download. Once the download is complete, Click Run. A Secutity warning will
appear, Click Run.
WinZip will open. There will be a prompt for you to enter a destination file for your

application.
We have set it to C:\ CIRS1415; WinZip will automatically create this folder for you.
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Windip Self-Extractor - CIRS_1314.exe 2 |
To unzip all files in CIRS_1314.exe to the specified :
folder press the Unzip button. ']
Unzip to folder:
CACIRS1314 Browse.. | | Close |
Orverwrite files without prompting
out
Help m
n

Click on the Unzip button. It will indicate that the files have been unzipped. Now click
on the Close button. Your Access database is now ready for use.

Starting the Application

The database is located in the CIRS1415 folder in your C: drive unless you specified
differently. You will find the folder by double-clicking on the My Computer icon and
double clicking on the C: drive. Look for the folder named CIRS1415. There is one
Access 2000 file called CIRS_1314.mdb in this folder. It is what was created by
unzipping the file above. Double-click on the file to open.

Due Date

Submit completed data no later than July 1, 2015 to:

IT: Data Management and Analysis Team
Vermont Agency of Education

219 North Main Street, Suite 402

Barre, VT 05641
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MAIN MENU OPTIONS

s

El Main Menu

Combined Incident Reporting Software
2014-2015

Set Up School Main Menu

- Set Up School Information . Incident Collection Forms
Incident Reports
Data Entry =

. All Other Reportable Incidents
Data Submission

Enter Contact Information

. Hazing. Harassment and Bullying Complaints

Print Principal ¥enhication

Mo Incidentz to Report

Data Import Application
. Import Text Files From Other Source .

. Edit Student Information

N
. Prepare File for ADE
N
[

Due By July 1. 2015
For Data Questions Call 479-1165 For Software Questions Call 473-1044

- Version 1.0
Yermont Agency of Education Semptember, 2014

Set Up School

Set Up School Information

This button will open up a form where you will enter information about your
school. You must set up your school information to proceed.

Data Entry
All Other Reportable Incidents

This form is for entering information regarding incidents and the related

disciplinary actions that have occurred at your school this year. Do not use this form
for any hazing, harassment, or bullying.
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Hazing, Harassment or Bullying Complaints
Use this form for entering all the information necessary regarding any incidents of
hazing, harassment, or bullying that occurred at your school this year.

Edit Student Information
Use this form to update student information at any time. Changes made here will
correspond to the appropriate fields and tables in the database.

Data Import

Import Text Files From Other Source

Select this form if you choose to import text files that have been exported from
another application into the Access database. Before importing data, please read the
CIRS 2015 Specifications.xls file located on the AOE website.

Print Reports

Incident Collection Forms

Clicking this button offers a selection of forms corresponding to the two data entry
forms described above. They may be used to gather information from various
locations/people and then returned to a central place/person for data entry.

Incident Reports
Click this button to gain access to a series of reports about the incident information
you have entered into the database.

Data Error Reports

Select this option to see a report of any missing or incorrect data that is found in
your application and whether or not its correction is critical to your submission of
information to the Agency.

Data Submission

Enter Contact Information
Please enter the name of the person that AOE will contact if there are any questions
regarding your information on this form.

Prepare File for AOE

This button opens up a form which will run a series of checks will be run on all your
data. Once your tables pass the verification process you will be instructed to proceed
by browsing for a directing to export the report files.
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Print Principal Verification Page
This page must be printed, signed by your principal and superintendent, and
submitted with your exported files.

No Incidents to Report
This page would be printed, signed by your principal and superintendent, and
submitted in the instance that you have no incidents to report.

Application

Exit Application
Click here to exit the application.

PROGRAM SECTIONS

Set Up School Information

¥ o]

2] School SetUp £3

School Data Entry Set Up

[check to Sef Up||School ID ||School Name
r [FS001 | JACADEMY SCHOOL

r |F'SEIEIE |.-’-'-.DDISEIN CEMTRAL SCHOOL

I |F'SEIEI? |.f-‘-.LE=.-“-‘-.NY COMMUMITY SCHOOL

I TG L&l RERT RRINGE STH Mo Wik

Select your school by checking it above.
Select your lowest and highest grades in the boxes below.
Click the Set Up School bulion fo prepare the applicalion for your data eniry.

o] e |

Set Up Return to
School Main Menu

Before you can enter data you must set the application up for your school. Scroll
through the list of schools provided and place a check in the box next to your school.
Enter the upper and lower grade information, then click on the “Set Up School” button.
This will set up the tables necessary for you to enter your information. Return to the
Main Menu when finished.
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Data Entry Forms

Buttons

e “?”-opens a window showing phone numbers to call if you have questions

about the data to be entered in the form.

e “Return to Main Menu” -- closes the form and returns to the main menu.

e “Search For Incident by:”

o Type - enter an incident type to find incidents with the same type. Use
the blue arrows to navigate through the records with the same date. To
return to the full set of incidents click the “Show All Incidents” button.

o Date - enter an incident date to find incidents with the same date. Use
the blue arrows to navigate through the records with the same date. To
return to the full set of incidents click the “Show All Incidents” button.

o Number - enter an incident number to find incidents with the same
number. Use the blue arrows to navigate through the records with the
same date. To return to the full set of incidents click the “Show All
Incidents” button.

e “Enter New Incident” — allows you to start a new incident record. Similar
buttons are found on the offender, action, and victim windows.

e “<”and “—" -- for navigating through the incidents, offenders and actions
you have entered. Similar buttons are found on the offender, action, and
victim windows.

e “Delete this ...” — delete buttons allow you to delete an incident, offender,
action, or victim.

Tabs
e Offender tab allows you to enter information about the offender(s) and
action(s) involved in the incident.
e Victim tab allow you to enter information about the victim, if any, involved
in the incident
e Glossary tab provides access to definitions of many of the terms used in this
collection.

You need to enter the incident information, and then proceed to the

information about the offender(s) involved, including the disciplinary
action(s) taken. Lastly, enter the victim information, if any.
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All Other Reportable Incidents

AllOther Reportable Incidents

R lslmds m 09/20M 330 Search For Incident By
rcident]| [ [fDesciIncidentis ‘School PolcyiConduct | | mm
ype

loogor] ————————— o||Dscilocsions Ober |

2 | CETY | Frer e
Menu

Wemon| —— (WDescivemm soner | [ Deletetiis

- . . incident Show All
o1 —- CIOTET] E—

Was tis a violence-relaied inciders? | [w |
Offender

Last Mame: First Mame: Middle Mame: DOB: Gender: Grade:  Type of Ofiender;

| | | | e

Ingury to Ofiender; Was ofiender onfzntded to henefis Drcability: |z the student an Englich

[ (=] of IEPatime ofincident?] [~ | (o] Langusgeleamer? [ [L]
Race/Ethnicity: Hispanic or Lating [N American Indian/Alaskan Mative m Asian m

Elack or African American IWE[ safhite m Hawaiian or Other Pacific |slander IN_E
Addd this
person o fle
Add another ofiender for
this incident
Delete this
offender

Look Up Student: | [<]Youhaveentored [ 1 ofinderis) for isincident  Ofend ID: | Llll
[~

Incident Information

Enter information for each field. The Time, Location, Weapon and Drug dropdown
boxes provide an “Unknown —Other-Needs Description” option if a particular piece
of information is unknown.You will need to enter a description in the “Other” box.

Indicate wether or not the incident was a violence-related incident. If the incident
was violence-related, answer the following question on if the principal consulted
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with law enforcement to determine if the incident was categorized as a criminal
offense or violence-related incident.

Offender Information

Enter the offenders: Last Name, First Name, Date of Birth, Gender, Race, and Grade.
An offender ID will be automatically assigned to each offender. This will insure
confidentiality when the data is exported.

Next, select a type of offender and what type of injury the offender experienced as a
result of the incident. Also indicate if the offending student is on an IEP. If, yes, you
will need to indicate the Disability of the student and ELL status.

Each offender must have at least one Action Taken as a consequence of the incident.
Please note that there is a “No Action Taken” and “Other” options if either applies
to a particular incident. If the action began and ended on the same date enter that
date as both the “Date Action Began” and “Date Action Ended”. Note: For “No
Action Taken”, enter the date the decision was made to not take action.

You may enter as many offenders for a single incident as necessary. For instance, a
fight with five students is a single incident with five offenders.

Victim Information

If there were no victims in a particular incident, click the check box for there are no
victims. Otherwise, provide the requested victim information. Enter the victim
information including: Last Name, First Name, Date of Birth, Gender, Race, Grade,
Type of Victim and the type of Victim Injury if any were sustained in the incident. A
Victim ID will be automatically assigned to each victim. This will insure
confidentiality when the data is exported. Should “Did this victim opt for school
choice as a result of this incident?” appear please check the box if appropriate.

Lack Up Student. | [=] Youhave eniered [ 0 ofinderfs] for fis incident. Offend ID: I—LILI

|Lzzt Name: Farst Name: Middie Name: DOB: Gender: Grade:  Type of Ofender:

/ / / | R

Inury to Offender: Was ofender on/ensifed to benefiis Disabiity Is the student an Englsh

[ T[] o EPaimecincdent] [ | [o] Lenguageleamer? | [

Race/Ethnicity: Hispanic or Latino [ American Indian/Alaskan Mative IWE[ Asian m
Black or African American WE[ wihite [N Hawaiian or Other Pacific |slander WE[

Action Taken Add this
Hhiz in =nds: person fo fle

Add another ofiender for
this incident

Delete this
offender
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Print Incident

There is a button on the top of the incident that allows you to print the incident. If
you determine that the incident is part of a pattern of incidents that is now
considered Bullying, you can print out this information to aid the processes of
adding it as a Bullying incident in the Hazing, Harassment and Bullying Complaints
section.

Hazing, Harassment or Bullying Complaints

Hazing, Harassment and Bullying Complaints

]
CE T f

incident

incident
= | Enter News Showi AL
Cazgory | Incident Incidents
Desc tlocainis Caer | ]
m e r——— Semcnfor | Semch For
T e— ST L
Numiber
= Desc epor s 00 |
b 1 Clciowsoe |

Has e designated employee concluded that
hazing, harzzement or bullying fock place? -!I

Retumn fo Main

Logk Up Student: | [=] Youhave entered | | ofienderfs) for his incident.~ Offend ID: | ‘-l - |
Last Name: First Name: Middle Name: DOB: Gender: Grade:  Type of Ofiender:

| | | | [ =
Injury to Ofiender: Was ofiender onfentded o banafe Dheablty: Is the student an Englich

[ [<] of EPattmeoingdent] [+] [ [o] Lawwageleamer? [ [o]

Race/Ethnicity: Hizpanic or Lating [N American Indiand&laskan Mative WE[ Asian IWE[

Black or African American m wihite IWI:[ Hawailan or Other Pacific |slander IWI:[
Add this
person fo fle
Add another ofiender for
this incident
Delete this
offender

Incident Information

As with the previous incident form, please enter information for each field. The
Time, Location, Weapon and Drug dropdown boxes provide an “Unknown —Other-
Needs Description” option if a particular piece of information is unknown.You will
need to enter a description in the “Other” box.
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Please note that for Hazing and Harassment incidents you must also indicate the
category of hazing or harassment (e.g., race-related, gender-related, etc), which is
not required for bullying.

Offender Information

Enter the offenders: Last Name, First Name, Date of Birth, Gender, Race, and Grade.
An offender ID will be automatically assigned to each offender. This will insure
confidentiality when the data is exported.

Next, select a type of offender and what type of injury the offender experienced as a
result of the incident. Also, indicate if the offending student is on an IEP. If, yes, you
will need to indicate the Disability of the student and the ELL status.

Each offender must have at least one Action Taken as a consequence of the incident.
Please note that there is a “No Action Taken” and “Other” options if either applies
to a particular incident. If the action began and ended on the same date enter that
date as both the “Date Action Began” and “Date Action Ended”. Note: For “No
Action Taken”, enter the date the decision was made to not take action.

You may enter as many offenders for a single incident as necessary.

Victim Information

For Hazing, Harassment and Bullying incidents you must enter victim information.
Enter the victim information including: Last Name, First Name, Date of Birth,
Gender, Grade, Race, Type of Victim and the type of Victim Injury if any were
sustained in the incident. A Victim ID will be automatically assigned to each victim.
This will insure confidentiality when the data is exported.

Look Up Student | [+ ] Youhave eniered | ) ofienderfs) for tis incidert. ~ Ofend ID: | + | -+ |
L~

Last Mame: First Name: Middle Name: DOB: Gender: Grade:  Type of Offiender:

/ | | | [ =1

Ingury to Ofiender: Wae ofiender onfenséed to benefis Dreability: |s the student an English

[ [] of [EPatime ciiniden?| =] | (o] Languageleamer? | [+

Race/Ethnicity:  Hispanic or Latino [N American Indiantlazkan Native IN_IZ[ Asziah IN_E

Black or &fican American [N | white [N | Hawaian or Other Pacific lslander [N [ ]

Action Taken dd ne : Add ths
iz y person fo fle
Add another ofiender for
this incident
Delete thiz
offender
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Data Import

Import Data from Comima Delimited Text File

Import Comma Delimited Text File

I
Imoort D ata Feturn to kain
mp kenu

Importing Data into the CIRS program will overwrite any data already saved in the
program. If you need help importing data, please refer to the CIRS 2015
Specifications.xls Excel file located on the AOE website. You may also want to contact
your Tech Support to help with this issue.

Combined Incident Reporting Software (CIRS) 2014-2015 Software Instructions
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Print Reports

Incident Collection Forms

Forms Selection E3

Forms for Gathering Incident Information

Use the farms below to record the infarmation needed for entering an incident into
this application. Be sure to use the appropriate form far each incident.

- All Other Reporable Incidents

- Hazing, Harassment and Bullving Complaints

Feturn to kain
bl eru

Click the appropriate button to select the type of incident information form you are
interested in printing.
Incident Reports

Report Selection EX

Report Selection

- Jincident Repon

. Mumber of Incidents By Category
. Mumber of Incidents By Time
. Mumber of Incidents By Location
B
__ R eturmn ta
. Offenders Report || |Individual student b ain M enu
. | |Individual student
. Monthly Report

. Inclusive Repomnt--Incidents. Offenders, Actions. Yictims

Click the appropriate button to select the type of report you are interested in
printing. These reports tell you about the incident data you have entered into CIRS.
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Data Error Report

Combined Incident Reporting Software
Error Report
Incident Number
and Type Description Critical ?
0 Please open Contact form and enter School Contact Email. Yes
] Please open Contact form and enter School Contact Phone Num ber. Yes
0 Please open Contact form and enter School Contact Name. Yes

The Error Report tells you which data are missing and whether you need to enter
the data before submiting to the AOE.

Combined Incident Reporting Software (CIRS) 2014-2015 Software Instructions
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DATA SUBMISSION

Contact Information

frm_Contact

Contact Information
Fleaze enter your name and telephone number belaw, YWe will uze thiz information o
contact you should we have any questions reqarding your data.

e 71057

Fleaze enter any neceszany information for contacting somebady during the sumnmer when
zchool is not in session,

Sunmer Conic

Desirsod Enplores
Desingated Emploves Phone [[802] 479-1058

Designated Employes_Email ||dave2@dave?. com

Desinaes Enlyes?

Desingated Emplopes2 Phone |[802) 473-1059
Dezignated Emploves?_Email|daveH@mdave. com

Record: W 1ofl kMokE | O Mo Filter | Search

Enter your information so we know whom to contact with questions about this data

collection.

Combined Incident Reporting Software (CIRS) 2014-2015 Software Instructions
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Prepare File for AOE

L~ 5]

DOE Submission

Prepare File for AQE Submission

Prepare File for AOE

1. Chck on Yenfy/Export Data

2. A series of mezsages will appear indicating the steps
needed to continue with Export.

3. When vou receive the message that pour tables have
been exported successfully. go to the location where
the files were exported.

4 Go to website,

https: ffwave_ed state. vt uz- 4459/ formsffrmservlet ?confi
g=cirs_upld, for CIRS uploader and upload your files
[zee uploader instructions].

Cloze Farm

Click the “Verify/Export Data” button to check your data and export the data files to
send to AOE.

Before exporting the data files (for AOE submission) the program will run the data
through a series of edit checks.

r - W el g— - al
Micr’fﬁcehccesg — e o - I-.EE J

Depending on the number of records being verified, this procedure can take
several minutes to complete. Please be patient.

oK |

r
S

If the program finds a problem with some of the data entered, it will not export the file
and you will see the message below.
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i B 3. - e )

There are some critical mistakes or missing answers in your CIRS Data .
Please check your error log and then make any necessary corrections
before attempting to export again.

If you receive the above error, click OK and the following screen will appear.

DOE Submission

Prepare File for AOE Submission

Prepare File for ADE

1. Click on Yerifp/Export Data

2. A senes of mezzages will appear indicating the steps
needed to continue with Export.

3. When you receive the mezsage that your tables have
been exported succeszsfullp, go to the location where
the filez were exported.

4 Go to website,

https: /fwave. ed. state vt us: 4459/ forms frmservlet?confi
g=cirz_upld, for CIRS uploader and upload your files
[see uploader instructions].

Yenfy/Export Data

Preview Emor E

Click the “Preview Error Log” button to preview a detailed report of the problems
found in the data. You may print the report from the preview screen. Please correct the
critical data and try exporting again.

If there are no errors found, you will be prompted to Browse for a directory.

Combined Incident Reporting Software (CIRS) 2014-2015 Software Instructions
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Browse For A Directory E3

CACIRS1415

We have set it to export to C:\ CIRS1415. Click the Export button.

,
SO W)

Your tables have been exported successfully, Please rermnember to print, sign and
enclose your Principal Verification Page with your disc.

Five export files have been created and are located in the CIRS1415 folder, unless you
have specified differently. We will not be accepting data submissions this year via
email, due to information identifying students in the files. We will have a secure online
method for submission, but the instructions for submitting data this way will be
released closer to the due date for the data collection. NOTE: You must mail your
signed Principal Verification Page to the Agency for all submission options.

Congratulations, you have successfully entered your incident data for 2014-2015!
Submit completed data no later than July 1, 2015 to:

IT: Data Management and Analysis Team
Vermont Agency of Education

219 North Main Street, Suite 402

Barre, VT 05641
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